
FOR AGENCY USE 
pplieation Date 

wlication Nu- 

1 

1. Agency Address FOR RECORDS MANAGEMENT 
Applicarion Number 

€32-6 z Teachers Retirement System of GA 
Accounting Division 
Two Northside 75 - Sui te  400 Date Rseived D?re Comcdeted 

Atlanta, GA 30381 &OV I 6 1981 I M A R . 2  9 1982 

The Accounting Division maintains m e m b e r  accounts; e d i t s  and processes monthly and annual 
reports on member and euployer contributions; agency purchasing and payroll; maintains 
general and subsidiary accounting records f o r  the  Georgia State  Employees Retirement 
System and the Teachers Retirement System. 

.artiest Latest 

1964 1 To Date 

~~ 

1. Rebrd S e r k  Detaiption 

Documents relating to: 

Th is  f i le contains the following documents (include form numbersand titles. if ally): 
Attach samples of the file. 

paying retirement benefi ts  to r e t i r ed  teachers or refunding 
contributions to members who withdraw from the system. -.~..  .. 

cancelled checks. 

.. 

~ ~~ 

~~ ~~ Included are: . 

. .  ~. ..~ ~~ ~ 

- 
I 

TRS B e n e f i t  and Refund Cancelled Check Fi les .  I 

I 

- 

Fileisarranged: chronologically by fiscal year; thereunder chronologically by month cashed; 
thereunder numerically by check number. 

S. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 
60 ; Seven to twelve months old 40 : Thirteen to twenty-four months old 25 : . - . ~~ 

.~ t; . . 
10 ' ? ~.' - ~ 

'tvienty-five months and older 
B .  Annual Rate of Aaumulation of Records ' Banker's 



~~~ 

ES NO 10. Cluestionmire (Place an "X" in the proper column) -%L 
a. Is this the official copy of the series? 

I f  not. where i s  it? 

b. Does the 5eries contain confidential information requiring security handling? If yes, cite law or regulation. 

c 

-_ X 

X 

1. Reter 

c. I s  this a vital record? 
d. Does th is  series have historical or long term research value? 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, a u l d  these 

documents be scheduled seDaratelv? 
f. I s  the information contained in this series ever Dublished? If  v e t  attach COW. 

g. Is the information contained in this series ever analyzed andlor recorded in a summarized report? 
If yes. attach coov. 

h. Is there a duplication of th i s  reries in your office, or in another office or agency? 
If hwe? Local Bank - microfilm copy held seven years. 

i. I s  t h i s  series tor a maiormrb b n  of itl rwular Iv microfilmed? 
I. Dcesthe record series result in a -tout ? 

for protection Of Citizens and past employees 

ion Requirements The following requires the series to be kept: 
.~ 

Independent 
-3- 
30 

-______years. 
years. 

a. State Law .~ -0- years. d. Audit period. ~ ~ ~~ 

b. Statute of limitation 2 - 4 years. e. Administrative need 
c. Federal law -0- years. f. Fedqal retention instructions -0- years. 

Attach copy or exert  of laws or regulations. Explain administtative need. 
. .  

GZ. Code 32-9912 ~~ 

See attached memo explaining administrative 
. ~~ 

~. ~. 
.. ~. 

~~ Ga. Code 27-601 

2. Approved Disposition Instructions 
. .  . . .  . . .. 

This agency recommends that the fi le series be cut off a t  the end of each: 
0 Calendar Year; 0 Fiscal Year: 0 Other then, 

0 Hold in the current files area month(s1 yeads); then 
0 Transfer to local holding area; hold 

Transfer to State Records Center; hold 
0 Destroy. 

Transfer to State Archives for permanent retention. 
IZ Other (Specify] 

year(s); then 
yeads); then 

Paper Copy: 

Cut off f i l e  a t  end of each month and microfilm; destroy paper copy after verifying 
microfilm. ~. .. . .. 

~ . .  ~. 
.~ -. ~.~ ~~ . . . . .  . Security (Silver copy) microfilm: ' . ~ . ~~ . .  ~ 

~~ ~ ~~ ~ .. .~ ~~ ~ ~ - ~~ ~~ ~ 

Cut off end of each six months; then transfer to  State Records Center; hold 30 years 
and 6 months; then destroy. 

Reference Copy of Microfilm: 

Hold in current f i l e s  area 30 years and 6 months; then destroy. 

These instructions apply to al l  prior and future accumulations of the series. 

3ecommendationr in para- 
raph 12 are approved. 
'If dirapProved. at& letter 
,f explanation.) 

I 

Attorney GeneralfDesignee 
R--50-71' RN. 7 6  I R  


